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KENTUCKY DEPARTMENT OF EDUCATION
Division of School and Community Nutrition
October 2012

� What you’ll need to complete your 
monthly claim

� New CACFP Claim Form for Non Profit, 
For Profit and Adult Day Care 
Sponsors

� Claims submission tutorial
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� Internet accessible device with Internet 
browser (Internet Explorer, Firefox, Safari, etc.)
◦ We recommend using your computer

� CNIPS User ID
◦ The same one used during the application process

◦ No more NH ID’s (NHX##CC, NH#X#PC, NHUXXAC)

� Approved Application
◦ If you make ANY changes to your application you 
MUST contact your consultant to re-approve your 
application before your can file a claim.

� Redesigned to 
complement CNIPS claim 
with everything you need 
for claim entry

� Site based – NOT sponsor 
based
◦ If you have more than one site 

you will need to complete one 
form for each site

� Includes cues of 
information sources

� Monthly Financial 
Information will be 
reported quarterly
� Info will be sent in a future 

training

� Makes claim entry easier
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� PICK A DAY! 
◦ Please don’t wait 
until the 15th (first 
Friday, 5th or10th of 
the month, etc.)

� Log Onto CNIPS
◦ https://cnips.educati
on.ky.gov/

� Bookmark or save 
this to your favorites

Click on Claims
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Click on Claim Entry - Centers

Click on the 
month you 
are claiming
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Click on the red 
button that says 
Add Original ClaimAdd Original ClaimAdd Original ClaimAdd Original Claim

� Choose the site 
you are ready to 
enter monthly 
information

� Remember, 
you’re entering 
information by 
individual site
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� Enter the Attendance 
Information

� Enter the Enrollment 
Information

� TITLE XIX for ADC’s 
Only

� Enter the Meals 
Served

� Click on the red SaveSaveSaveSave
button

� No information (ex. No information (ex. No information (ex. No information (ex. ––––
all zeros) should be all zeros) should be all zeros) should be all zeros) should be 
entered to sites not entered to sites not entered to sites not entered to sites not 
participating.participating.participating.participating.

� “Error” means your site 
information has been 
entered but will not 
process further until 
the errors are 
corrected.

� “Validated” means your 
site info has been 
entered with no errors. 

� It It It It DOES NOT mean DOES NOT mean DOES NOT mean DOES NOT mean 
your claim is ready to your claim is ready to your claim is ready to your claim is ready to 
be paid.be paid.be paid.be paid.
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� Once you have entered the correct 
information for the sites your claiming, 
click the red ContinueContinueContinueContinue button.

� All meals from the 
sites are combined

� The Certification 
box MUSTMUSTMUSTMUST be 
checked and the 
red Submit for Submit for Submit for Submit for 
Payment Button Payment Button Payment Button Payment Button 
clicked
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� Once the claim 
has been 
successfully 
submitted you 
will see this 
screen 

� An email will be 
sent to the 
person 
designated as 
claim preparer 
on the 
application

� Click on the 
FinishedFinishedFinishedFinished button

� Status of 
Accepted 
means your 
claim has 
successfully 
been entered

� Click on 
SummarySummarySummarySummary to 
see a 
breakdown of 
your claim
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� This is a compilation 
of meals and a 
breakdown of 
reimbursement 
amounts.

� You will no longer 
receive a voucher in 
the mail.


